UNIVERSITY  OF  ILLINOIS-URBANA 


r 


1658. 31’5 
ANNO 
1982 
c  .  3 


1982 


.lounoing 


rzr  Jr  57,  3/t 
ftfJhIO 

/If  X. 

c.3 


v  \r  v L 1 9 1 


]? 


-  #$> 
/</ 


CO 

o> 

IT) 

CM 

O) 

CM 


CM 


Presented  by 

The  Division  of  Labor  Relations 


of  the 

STATE  OF  ILLINOIS 
DEPARTMENT  OF 

CENTRAL  MANAGEMENT  SERVICES 
Louis  J.  Giordano,  Director 


SIQ1 


"GENERAL  INFORMATION" 


These  programs  are  specifically  designed 
to  address  the  needs  and  concerns  of  all 
levels  of  supervisory-managerial  personnel 
functioning  under  the  provisions  of  the 
various  labor  contracts.  (If  requested,  pro¬ 
grams  may  be  tailored  to  suit  individual  con¬ 
tract  settings.) 


****** 


BASIC  CONTRACT  ADMINISTRATION 
TRAINING 

(Course  Length:  2  days) 

For  Individual  Supervisors 

A  Seminar  Designed  to: 

•  Familiarize  those  in  supervision  with  the 
basic  responsibilities  required  of  a 
supervisor  in  the  contract  setting. 

•  Provide  insights  to  the  immediate  issues 
of  the  supervisor  in  the  contract  setting. 

•  Inform  supervisors  of  their  basic  rights, 
responsibilities,  and  obligations  as  they 
relate  to  their  roles  in  proper  contract  ad¬ 
ministration. 

Participants  will  receive  a  current  Labor 
Relations  Manual  containing  information 
relating  to:  contract  language,  supervisor’s 
guide,  memo  of  understanding,  arbitration, 
etc. 

Content: 

Understanding  the  importance  of  good 
contract  administration 

An  explanation  of  the  provisions  of  the 
contract 

An  in-depth  look  at  some  of  the  most  im¬ 
portant  articles  of  the  contract  to  new 
supervisors 

The  role  of  documentation  in  the  contract 
setting 

Explanation  of  contract  terminology 

Performance  evaluation  in  the  contract 
setting 


Springfield  location  and  dates 

Dept,  of  Corrections  Training  Academy 
1301  Concordia  Court 

July  28,  29  —  Conkle  Auditorium 
Aug.  25,  26  —  Conkle  Classroom  “A” 

Oct.  13,  14  —  Conkle  Auditorium 

Dept,  of  Law  Enforcement  Training  Academy 
3700  East  Lake  Shore  Drive 
(1-55  at  Exit  88) 

Dec.  8,  9 

Chicago  location  and  dates 

Blackstone  Hotel 

636  South  Michigan  Avenue 

Sept.  8,  9 
Nov.  4,  5 

(Special  Agency  Program  -  Requested  by 
agencies  only) 

CONTRACT  ADMINISTRATION  TRAINING 

(Course  Length:  V/2  days) 

Contact  Leo  Shortal:  217/782-2408 

PARTICIPANTS  WILL  BE  NOTIFIED  OF 
SPECIFIC  DATES. 

A  Seminar  Designed  for: 

•  First  and  second  level  supervisors  who 
need  to  keep  abreast  of  current 
developments  and  requirements  under 
any  contract  in  the  state  agency  setting. 

•  Enhancing  the  skills  of  a  supervisor  as 
an  effective  administrator  of  the  con¬ 
tract. 

Content: 

In-depth  analysis  of  the  contract 

Analysis  of  the  “twelve”  most  important 
articles  of  the  contract 

Appropriate  procedures  for  handling  griev¬ 
ances 

Pre-disciplinary  meeting 

Corrective  and  progressive  discipline 

Proving  “just-cause”  for  disciplinary  ac¬ 
tions 

Questions  and  answers 

ILLINOtS  STATE  tIBRARY 


ADVANCED  COURSES:  (Primarily  for  in¬ 
dividuals  who  have  completed  the  Basic 
Course  or  the  Special  Agency  Program) 

GRIEVANCE  HANDLING 

(Course  Length:  1  day) 


This  program  will  provide  the  supervisor 
with  in-depth  procedures  for  dealing  with  the 
union  and  employees  in  the  grievance  set¬ 
ting.  Recognizing  typical  areas  of  sources  of 
grievance  and  reducing  the  number  of  com¬ 
plaints  will  be  highlighted.  Role-playing  will 
be  used  to  enhance  the  capabilities  of  super¬ 
visors  in  proper  grievance  handling,  conduct¬ 
ing  investigations,  and  making  decisions. 
Actual  arbitration  cases  will  be  discussed  to 
enlighten  supervisors  on  how  arbitrators 
judge  their  actions  in  administering  the  con¬ 
tracts. 


Springfield  locations  and  date 

Dept,  of  Corrections  Training  Academy 
1301  Concordia  Court 

Aug.  4  -  Conkle  Classroom  “C” 
Sept.  16  -  Conkle  Auditorium 
Oct.  7  -  Conkle  Classroom  “B” 
Oct.  28  -  Conkle  Auditorium 


Chicago  location  and  dates 

Blackstone  Hotel 

636  South  Michigan  Avenue 

Sept.  2 
Dec.  1 


(continued  on  reverse) 


ADMINISTRATION  OF  DISCIPLINE 

(Course  Length:  1  day) 

The  underlying  principle  of  all  discipline  of 
employees  is  correction,  as  opposed  to 
punishment.  This  program  will  provide  in¬ 
sight  into  specific  due  process  requirements 
of  contractual  agreements;  such  as,  proper 
conduct  of  pre-disciplinary  meetings,  the 
various  forms  of  discipline,  time  limits  on  im¬ 
position  of  discipline,  etc.  The  concepts  of 
“just-cause,”  corrective  and  progressive 
concepts  of  discipline,  sustaining  manage¬ 
ment’s  disciplinary  actions  in  the  contrac¬ 
tual  grievance  procedure  will  be  analyzed. 

Springfield  locations  and  dates 

Dept,  of  Corrections  Training  Academy 
1301  Concordia  Court 

Aug.  3  -  Conkle  Classroom  “C” 

Sept.  15  -  Conkle  Auditorium 
Oct.  5  -  Conkle  Classroom  “B” 

Oct.  27  -  Conkle  Auditorium 

Chicago  location  and  dates 

Blackstone  Hotel 

636  South  Michigan  Avenue 

Aug.  31 
Nov.  30 

PERFORMANCE  EVALUATION 
IN  THE  CONTRACT  SETTING 

(Course  Length:  1  day) 

The  evaluation  process  is  a  management 
tool  used  to  judge  individual  employee  per¬ 
formance  as  related  to  the  job.  This  program 
will  stress  to  participants  the  need  to  under¬ 
stand  the  importance  and  necessity  of  per¬ 
formance  evaluation  (DP-201-R)  in  the  con¬ 
tract  setting.  Specific  emphasis  will  be  plac¬ 
ed  on  appropriate  documentation 
establishing  work  objectives,  and  the  vital 
role  of  counseling. 


Springfield  locations  and  dates 

Dept,  of  Corrections  Training  Academy 
1301  Concordia  Court 

Aug.  5  -  Conkle  Classroom  “C” 

Oct.  6  -  Conkle  Classroom  “B” 

Dept,  of  Law  Enforcement  Training  Academy 
3700  East  Lake  Shore  Drive 
(1-55  at  Exit  88) 

Nov.  9 

Chicago  location  and  dates 

Blackstone  Hotel 

636  South  Michigan  Avenue 

Sept.  1 

Dec.  2 

PROGRAM  INFORMATION 

The  contract  administration  training  pro¬ 
grams  will  be  conducted  by  staff  of  the 
Bureau  of  Employee  Relations  and  Develop¬ 
ment,  State  Department  of  Personnel,  who 
have  extensive  knowledge  and  background 
in  contract  administration,  grievance  han¬ 
dling,  arbitration,  and  performance  evalua¬ 
tion. 

Participation  is  limited  to  employees  of 
the  State  of  Illinois.  There  is  no  charge  for 
the  programs,  but  registrants  will  pay  for  cof¬ 
fee,  and  be  responsible  for  arrangements  for 
meals,  travel,  and  lodging. 

The  Department  of  Personnel  reserves  the 
right  to  restrict  participation  and  to  cancel  or 
postpone  seminars  for  which  there  is  insuffi¬ 
cient  registration. 

Time  Schedule 

The  one-day  and  two-day  programs  in  this 
series  begin  at  9:00  a.m.  and  dismiss  by  4:30 
p.m.  The  Special  Agency  Program  —  a 
1V2-day  seminar  —  will  begin  at  9:00  a.m. 
and  dismiss  by  4:30  p.m.  the  first  day,  and 
begin  at  9:00  a.m.  and  dismiss  by  12:00  noon 
the  second  day. 


Location 

Programs  will  be  held  at  various  locations 
in  Springfield  and  Chicago.  Be  sure  to  check 
locations  carefully  in  this  brochure. 
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(Tear  off  and  mail  to  pre-addressed  office  shown  on  reverse  side.)  NOTE:  You  may  reproduce 

APPLICATION  FOR  SEMINAR  REGISTRATION  a^ne"  UMsLparLteform 

(Make  certain  full  name  and  office  address  are  printed  in  the  box  below.)  for  each  seminar  selected. 

Name  of  Applicant _ ___ _ 


c 

o 

+-> 

03 

CJ 

o 


<o 
C 

E 

CD 

CO 

H— 

o 

_03 

jZ  £ 


X 

o 

.Q 


~o 

CD 


O 

c 


> 

o 

c 

CD 

CD 

< 


CL 

CD 

Q 


(J 

< 


CD 

c 

o 

SI 

CL 

CD 

O 


D 

O 

> 

o 

+■> 

-X 

o 

(0 

-O 

T3 

_Q3 

CO 


a ) 

-D 


5 

E 

k. 

o 

H- 

w 

JE 

■ 

$ 

_o 

03 

-Q 

<0 

03 

k. 

CO 

c 


w 

(A 

03 


8  3 

>  « 

*2  8 

it 

o 

■a 
c 

CO 
03 

E 

CO 

c 


|2  k. 

.E  o 


E 

03 

CO 


03 

a 


03 

(A 

CO 

03 


> 

jQ 

TJ 

C 

03 

•l-' 

CO 


03 

03 

> 

_o 

a 

E 

03 


c 

o 

+-> 

co 

N 

L_ 

o 

-C 

D 

< 


u 

_l 

H 

H 

J 

> 

0 

K 

a. 

a. 

< 

>• 

u 

z 

bl 

0 

< 


r  03 

H-  *-> 

CO 

O  Q  it 


PLEASE  NOTE!  It  is  important  that  all  requested 
registration  information  be  supplied.  Incomplete 
forms  will  be  returned  unprocessed. 


